
Once a job candidate’s profile is added to the database, employers can search for 

potential applicants who match their needs. 

To find Talify on the MoJobs site: Log in to your account or set up an account and go to 

your Dashboard. Under MY RECRUITMENT PLAN, click on TALIFY RECRUITING. 

If	you	haven’t	used	Talify	before,	you	will	need	to	register	your	organization.	If	you	are	already	
registered	you	may	begin	searching	for	candidates.	

The	following	pages	include	information	on	how	to	search	for	candidates	and	definitions	of	the	
terms	used	in	the	search	parameters.	Contact	the	staff	at	your	local	Job	Center	for	more	help	in	
using	Talify.	

For	additional	information	about	Missouri	Division	of	Workforce	Development	services,	contact	a	Missouri	Job	Center	
near	you.	Locations	and	additional	information	are	available	at	jobs.mo.gov	or	1-888-728-JOBS	(5627).	Missouri	
Division	of	Workforce	Development	is	an	equal	opportunity	employer/program.	Auxiliary	aids	and	services	are	

available	upon	request	to	individuals	with	disabilities.	Missouri	Relay	Services	at	7-1-1.	



Because finding a job shouldn’t be one.

Employer Dashboard
Account Summary – An overview of your communication 
with candidates (new messages, the status of any 
interviews, pending job offers or accepted job offers).

Saved Searches and Watch Folders – View exceptional 
candidates in whom you are interested or run saved 
searches to look for new candidates.

The Communications Portal

Communications – The place to go to view 
and respond to any incoming messages 
from a candidate or colleague. View the 
status of and candidate responses to 
interview requests and job offers.

My Profile
Recruiter Profile – View your company’s 
profile, including a list of all recruiters, and 
send messages to other recruiters at your 
company.

Employer Quick Application Guide

ü

ü

ü

Search
Basic Search Details – Search our proprietary 
database of job-seekers.

Add Criteria – Check boxes next to individual 
criteria you would like to use to filter the 
Talify database of job-seekers.
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Because finding a job shouldn’t be one.

Candidate’s Personality Feedback

Provides feedback on individual candi-
dates’ seven different behavioral traits: 
assertiveness, empathy, confidence, socia-
bility, helpfulness, thoroughness, and 
problem solving.

Employer Interview Guide

Based on the seven different behavioral 
traits analyzed in the Candidate Assess-
ment Report for Recruiters, learn effective 
questions to ask individual candidates 
regarding their specific traits. 

Candidate’s Competency Feedback
Provides feedback on individual candidates’ key 
competency areas, including: generating new 
business, providing service to others, working 
with data, managing others, working on a team, 
planning and organizing activities, etc. Use this 
feedback to understand how they match your 
specific job.

Employer Quick Assessment Guide



Because finding a job shouldn’t be one.

How To Create A Simple Search
1.  Give your search a name based on what you’re looking for (e.g. 
“Financial Analyst"). 

2.  Click on a category in the “Add Criteria” bar on the right side of the 
page (“Candidate Preferences”, “Education and Training”, “Skills and 
Certifications”, “Advanced”).

3.  Click the box next to the criteria you wish to search for (i.e. “Job 
Type”, “Level of Education”, “Certificates” etc.).  You can select as 
many as you would like.

4.  Then click Save and Run Search.

How To Run Searches

Create a Ranked Search

Repeat “Simple Search” steps 1-3.

Click the box next to “Talify Ranking”.

Fill out the Talify Ranking section (see 
left). Be sure to follow the instructions in 
blue. After you’re done, click Save and 
Run Search and check out your results!

ü
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Because finding a job shouldn’t be one.

 
 

Generating New Business 
 Introducing Yourself to People You’ve Never Met  
 Convincing Others to Do Things in New Ways  
 Persuading People to Make a Commitment 

 

Cultivating Existing Business 
 Understanding Customers’ Needs and Expectations  
 Recognizing Opportunities for Additional Sales 
 Asking for Additional Sales  

 

Providing Services to Others 
 Tuning in Carefully to Others, “Walking in their Shoes”   
 Helping People and Answering their Questions  
 Resolving Disagreements and Complaints 

 

Working with Data 
 Gathering, Comparing or Computing Information  

Organizing or Manipulating Data 
 Synthesizing or Interpreting Data and Drawing Conclusions  

ü
ü
ü

 

Managing Others 
 Giving Directions to Other People  
 Coaching Others to Help them Perform Better  
 Delegating the Tasks Needed to Complete a Project  

 

Entrepreneurial Leadership 
 Establishing a Vision of the Future  
 

Persuading Others to Help them Perform Better

   
 

Making the Vision a Reality

 

 

Working on a Team 
 Cooperating to Achieve Common Goals   
 Putting Personal Feelings Aside for the Common Good  
 Cultivating and Maintaining Working Relationships 

 

Planning and Organizing Activities 
 Identifying Goals and Setting Priorities  
 Planning Projects and Establishing Deadlines 

Managing Time and Commitments  

 

Working with Things 
 Working with Materials, Machinery or Tools   
 Maintaining or Repairing Machinery  
 Installing, Checking or Troubleshooting Machinery  

 

Solving Complex Problems 
 Identifying and Researching Complex Strategic Issues   
 Analyzing and Organizing Root Causes and Trends 
 Defining and Deciding Upon Alternative Solutions  

 

 

  KEY COMPETENCY AREAS AND REPRESENTATIVE BEHAVIORS
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Understanding Key Competency Areas



Because finding a job shouldn’t be one.

Understanding Personality Traits

Helpfulness  
Measures friendliness in personal interactions; a willingness to be helpful and provide service.  
Helpfulness is essentially an indicator of a person’s need to be liked and desire to show compas-
sion.  

Assertiveness
Indicates the forcefulness a person will use to control a situation; it measures directness, thought-
fulness, forcefulness and consistency in communication, without having to rely on anger. 

Cautiousness
This measures how careful one is in making decisions.  It relates to how deliberately one evaluates 
situations or materials before taking action.  

Confidence
Confidence is a measure of self-esteem as well as the courage, self-worth and comfort one brings 
to social, problem-solving and leadership situations.  

Persuasive-Drive
This trait incorporates a number of other personality measures.  Persuasive-drive is the inner need 
to persuade others as a means of gaining personal gratification.  Persuasive-drive correlates with 
the joy one receives from persuading or influencing another person.
 
Empathy
This trait incorporates a number of other personality measures.  Empathy is the ability to “step into 
another’s shoes” accurately so that they can understand someone else’s point of view.

Flexibility
This measures an individual’s willingness to modify their approach and to adapt to a changing 
situation as well as their willingness to utilize feedback. 

Idea Orientation
Measures originality or creativity. This measures an individual’s propensity to come up with “out of 
the box” solutions.  A lower score means they use a more practical method to solve problems.

Problem Solving
The ability to detect mathematical and logical patterns in various series and sequences of numbers 
and letters.  Problem Solving is indicative of one’s ability to understand and solve multifaceted and 
otherwise complex problems, often with little data.

Sociability
Measures the ability and desire to be around and work with people.  Individuals who rank high in 
this quality enjoy being with and working with others.  More specifically, they relate well in 
one-on-one and large group situations.  They are likely to have a large circle of close friends. 

Thoroughness
Measures an individual’s attention to detail and tendency to persevere.  Quite simply it measures 
one’s willingness to go through every single detail of a task.


